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Overview 
 

• Goals 

 To empower all applicants/employees in obtaining 

 career goals through counseling, education, training and 

 support 
 

• Location 

 210 East Capitol Street, Suite 269 

 2nd floor of the Regions Building 
 

• Hours of Operation 

 Monday through Friday, 8:00 a.m. through 5:00 p.m.  

  Closed on State Holidays 
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Overview (cont.) 
 

• The Branch consists of a Director and four (4) SPB-

Consultants 

 Adriane Terry 

 Denesia Lofton 

 Liz Severin 

 Vincent Kent 

 

• There are six (6) customer workstations in the 

applicant room  
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Requisitions   
Concerns: 

• Can I use more than one PIN on a requisitions? 

 Solution: Yes (they must be identical twins) 

  

• If I have a position on recruitment with the same job title 

as another agency, what can I do to make sure 

applicants/employees apply for my position ? 

  

Solution: List the Agency name in the comments on the 

request.   (It will be placed in agency information) Example: 

This position is with the Mississippi State Personnel Board 
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Requisitions (cont.) 
 

• My agency recruits for the same position in 

different divisions, when I receive my list I am not 

sure which PIN belongs to which department:  

Solution: The working title appears on the requisition 

under the requisition number field, this field can be used 

to identify your department or managers list. For 

example: Division Director (hiring Managers name) or 

Division Director (Payroll) 
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Requisition (cont.) 
 

 

• Is there a way to shorten my Referred List? 

 

Solution: specify a timeframe 

 

Special Qualifications (special skills)  

 

 
 



ç 

7 

Requisitions (cont.) 
 

• Why do I get so many applicants that don’t qualify on 

the referred list ? 

 

Solution: If the position is exempt we send all 

applications.  Non exempt : Unfortunately, some people 

falsely answer the supplemental questions and pass the 

filters until they interview and are recommend for hire.  

(hires are manually evaluated by MSPB staff) 

 

Suggestion:  The supplemental questions identify 

qualified candidates.   (courtesy evaluation  can help in 

this process before making an offer to a candidate)  
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Requisitions (cont.) 
• Can I add additional hiring managers to review the 

referred list ? 

 

Yes, this is a great tool because it allows your agency to 

save time, money and expedites the hiring process. 

 

This also ensures that your list will not expire before the hire 

is made. 

 

Adding additional hiring managers will give them access to 

the list. However, approval is pending through the final 

approver. 
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Requisitions 
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Comments: (This field is for all comments pertaining to the position.  This does not include special 
qualification requests.  All Exempt positions should include a forwarding address. (Ex: MS 
State Personnel Board, Career Counseling Center, Attn: Adriane Luckett, 210 East Capitol 
Street, Jackson, MS 39201). 

 Requisition End Date (mm/dd/yyyy) :  10/21/2011 (This field is the closing date of the position.)  

 Special Qualifications :  (This field is for any special qualification request.  We ask that all agencies place your 
request in the format that you would like your question posted on the position.  Also include 
the preferred response to the special qualification. (Ex: What is your level of experience in 
Microsoft Access?  Example: Beginner, Intermediate, Advanced).   

 County/Counties Associated with Position :  HINDS 

 Shift Schedule :  Day Shift Only  

 Travel Schedule :  None  

 Time Limited Position :  No  

Approvals  None  

 

Requisitions (cont.) 
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Your List Types 

Agency Request Options: MSPB Advertises as: 

Regular Open to the Public 

  

Promotional Only & Department 

Promotional Only 

  

Promotional: Only advertised for 

employees with the requesting 

agency 

  

Regular and Promotional 

  

Open to the public and employees of 

the agency 

  

Transfer 

  

Open to State Employees only 
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How it appears on the website 

Regular & Regular and Promotional 

 

          Job  Openings  

Promotional Only & Department 

Promotional Only 

  

Agency Only Opportunities   

Transfer 

  

State Employees Opportunities  
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VERIFY,  

VERIFY,  

VERIFY!   
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Delay of Requisitions 

Today we will discuss things that could 

delay the posting of your requisition!  
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Verify 
 

 Verify Job Class Title 

 

 Verify Status for all PINs 

 

 Check County Code, does not match SPAHRS 

 

 No PIN number on the requisition. 

 

 PIN currently in use or on active recruitment 



ç 

16 

Verify 

 
     Pending change in PINS (upward or downward) 

  

 No separation date coded in SPAHRS  

 

 Special Qualifications that exceed minimum 

 

 Comments/Questions that may discriminate or solicit 

information that you would not be able to ask in an 

interview 
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Solutions 
 Check SPAHRS to review the Job Class Title and 

Exemption Status 

 

 Contact your SPAHRS consultant for assistance: 

 County Codes 

 Exemption Status 

 Upward or Downward of PIN 

 Separation of PIN 

  

 NEOGOV Consultant will email you to inform you of any 

delays and advise you of what needs to be done to correct 
the pending delay. 

 

 



ç 

18 

Once the position has closed, 

what happens next???? 
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MSPB Sends Notifications 

(Emails or Letters) 

 
 

Approved 

Disapproved  

Exempt 
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Applicant Status is Updated 

 
• Application Received - MSPB staff successfully receives 

an application 

 

• Email Sent - Application is evaluated for minimum 

qualifications.  Applicants are placed on a Referred List 

which is forwarded to the hiring agency.   A status update 

is sent to the applicant either electronically or by mail 

 

• Position is Filled - Agency makes a hire 
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Agency can send notice to applicants by:  
 Select ADMIN on the homepage, and select 

 notice template 
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Choose the appropriate Template (These templates are 

created by your agency, example templates are included that 

can be modified) 

 

 

 

 

 

Preview the Template (modifications can be made 

here) 
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Example of Notifications that can be 

sent to Applicants 
 

• You can notify applicants for an interview 

• You can notify applicants to let them know 

if they have been chosen for an interview 

• To notify of the final disposition of the 

position 

• Hire/Rejection Letter 
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When Will I Receive my Referred List? 

Three (3) Working Days After the Position 

Closes 
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WHY?? 
 

• Referral of the List 

 

• Re-Evaluation 

 

• Paper Applications 

 

• Substitution Request 

 

• Creation of new postings 
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Processing the Referred List 
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Applications Received 
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Minimum Qualifications 

Evaluation Process 
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Eligible List 

Approved Applicants 
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Referring Applicants to Agencies 

Referred List (active 120 days)   
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Hires 
 

FM View 

“We All Need It!”  
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Hire Issues 
• Demographics do not match (NeoGov application must 

match any previous demographics SPAHRS) 

 

• No Periods (Bay St. Louis) 

 

• Race 

 

• Date of Birth 

 

• Address Change 
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Hire Issues (cont.)  
 

• Name change 

 

• No suffixes 

 

• Middle name should not be spelled out in NeoGov 

application 

 



ç 

34 

Substitution Requests 
Policy: 

4.3.4 Substitution of Minimum 

Qualifications 
 

An employee or applicant who possesses the substantial 

equivalent of the minimum qualifications may request in writing 

that the MSPB Executive Director substitute the substantial 

equivalent of education/training and experience for the 

minimum qualifications required for entry into an occupational 

class, thereby allowing the certification to a Referred List or in-

service movement of an individual not otherwise meeting the 

stated minimum qualifications. 
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Advantages of the 
Job Interest Card 

 

• Job Interest Card 

Applicant completes a Job Interest Card to 

receive e-mail alerts on current job opportunities 

 

• Internal/External Recruitment Tools 

In-house announcements; Notification of current 

openings 



ç 

36 



ç 

37 

FY 2012

FY 2015

   3,091 

 43,969 

 Job Interest Card Statistics 
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Security Access to NeoGov 

• Please make sure to fill out all the proper 

paperwork needed to grant new employees the 

access needed for NeoGov and turn them in to 

MMRS 

• When an employee is no longer employed with 

your agency, please contact MMRS so that the 

employee’s access to NeoGov will be terminated 
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Questions 

Provided By:  
Mississippi State Personnel Board 

Career Counseling Center 

601-359-1406 

http://www.bing.com/images/search?q=free+question+mark+icons+or+images&id=D75467D33473A9F618853EE814A66387184B2555&FORM=IQFRBA

